s e ' R - g T
d . . R 5 N
( 1 I /\ N( )v I‘ I ( ‘l 1 ; S 1;,;.(:9:74 FérgRelease 2001/03/30 : CIA-RDP81-00XZBRO00108110003-9,
PRV WD O A S A R L A ! 4 \ Yy ,

CCONETDENTTAL



_Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110003-9

s Lo

|
1

CENTRAL INTELLIGENCE AGENCY "

NOTICES
1, Credit References -~ CIA -| ﬂ // g . 25X1A
2, Top Secret G\gntrol officer fahd Altem\a\tea ‘ //
3. Designation o?‘"x,}gtiyg Exe?\’itive Direct?:’:;\ ///
L. Chest X-rays > \"\.\_ “
6. Advertising in Newnpa)szru , ’ |
6. Christmas Holiday Lgave Policy f :
7. Official Working Hqurs of CIA j \\x\
8. Transportation SerTicc \\\ ;. \\xh
9. Half-Noliday on 24 |December 1947 \\

AN
10. Chrigtmas Decorat;ons in Government Builéiggs:

l. Designation of Chief, Reference Center, A&M
2. Interdepartmental Dial Telephone System
3. Holiday on 23 February 1948
4., Tiles
5. 1947 ;ncome Tax Service
6. Leave on Goc;d Friday
! ’ ' ‘7. Status of Reserve Personnel
|
zaa e
| 9 ', Hgmo. from Deputy Commissioner for Buildings Managemorit of PBA
10« Fisoal Year 1950 Bﬁdgot Estimates
i 1l. Order for Consemtioﬁ o;‘ Fuel 0il, Ggaoline, and Gas
12, Holiday - 31 May and § July 1948 | | -
13+ Reguotion in Withholding Tax | | o _
14, I:'x:coc\u'erman‘t: of Svpplies, Equipﬁeht or Services f‘fdm 1948 Fiscal Year Runds ' ,

15w /)

T e e A N R LA




16, ‘Loss or Compromise of Classified Documents

17. Designation of Top Seoret Control Officer, Custodian of
Registered Documents and Records Administrator,

18. Voluntary Donations

19. Security Loan Campaign

20s Designation of Asgistant Director for Operations 25X1A
2le Transportation Service :
22. Indootrination Lecture
23. Shuttle Schedule

24.  Signature

25, Shuttle 8chedule

27,—Signadure =y,

28, Care and Maintenance of CIA Buildings

29, Christmas Holiday Leave

30. Awmrds to CIA Employees for Meritorious Suggestions

3l. Shuttls Schedule

Desi gnation.of Actine Asst,
or-Special. Qperations

b
§
k
‘
i
i
£
B
&
B
B
d
¢

I

1

. Approved For Release 2001/03/30 : CIA-RDP81-00728R0001001 10003-9. .




Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110003-9

CENTRAL INTELLIGENCE AGENCY

Washington, D..Ce

29 December 1948

SUBJECT: Shuttle Schedule

1o Reference Notice | c2tecd 16 septembver 1948, 25X1A
subject: tShuttle Schedule", The schedule attached thereto
is rescinded effective Wednesday, 29 December 1948,
2. The new schedule to be effective Thursday, 30 Decem
‘ber 1948, i 11 provide service to all CTA buildings except
North Interior, at twelve-minute intervals. The schedule

will be distributed separately from this notices ;

TOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Executive for
Adnministration and Management

DISTRIBUTION: A1l CTA Hmployees ; . ' L 1"
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Washington, D, C.
13 December 1948
NOTICE
SUBJECT: Awards to CIA Employees for Meritorious Suggestions

Three suggestions which wefe submitted to Committee on Awards’
for Meritorious Suggestions have been adopted by CIA and awards
granted as follows:

'j Award Suggestion Submitted
Certificate of Award Security Poster Program
‘ Certificate of Award Simplification of pay-check
distribution

$125,00 cash award and Modifying clerical operations

Certificate of Award in one office thereby saving
, expenditure of manpower and
; funds.

The above suggestions have aided CIi operations and paid a

tangible return to the employee, by cash and recognition. - The
Committee would like to receive other beneficial suggestions
for adoption.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Executive for
Administration and Management

DISTRIBUTION: All CIA Employees.
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CENTRAL INTELLIGENCE AGENCY w”a“éw4ﬁw434ﬂfvﬂé;b%”“
Washington, D. C. «

25);1A NOTICE . 10 December 1943

SUBJECT: Christmas Holiday leave.

1.  Executive Order 10019 dated 2 December 1948 states that govern-
ment agencies shall be closed one-half day on Friday, 2l December 1918,
and that all employees of those agencies except those who, for public
reasons, may be excluded from the provisions of the order by the heads of
their respective agencies, shall be excused from duty during that period,

. 2. .The offices of the Central Intelligence Agency in the District of
Columbia and in the field will be closed for one-half day, Friday, 2L
; December 1943. All employses who work from 8:30 to 5:00 are required to
: remain on duty or be carried in a leave stabtus until 12:30 P.iL,
2ly December 1948. In those instances where individuals work irregular
shifts, (other than 8:30 A.M. through 5:00 P,i.), it will be necessary that
arrangements be made in the particular office or branch concerned to grant
: the individuals a half-holiday. In the case of irregular work shifts,
i offices may grant time off during other than the last half of the tour of
: duty, i.e., it may be necessary to permit the employee to take the first
i half day due to his schedule of hours. The basic requirement, in order to
5 comply with Executive Order 10019, in comnection with irregular shift
employees, will be that they be permitted to be excused for not to exceed
four hours on 2l December 1948 or that proper avproval be secured to effect
; Holiday Pay to such individuals., Current instructions covering essential
L duty ‘on official holidays will apply for this period,

3. Individuals on terminal ieave whose last day of active duty was
i : prior to the official filing of the Executive Order will not receive credit
; for the half-holiday in computing lump-sum payments.

Lo All Time and Attendance Repor‘bs', Standard Form No., 1130, must show
in the "Remarks" column, for irregular shift employees, the actual hours
worked on 2L December 19L8.,

5. Assistant Directors and Heads of Activities should provide all .
employees maximum opportunity for Holiday leave during the period 20 Decembier
1948 and 3 January 1919. Howevrer, activities must be staffed to an extent :
that will assure essential operational requirements are mete .

FOR THE DIREGTOR OF CZNTRAL TNTREILIGENCE: | ' |

‘ xecutive for
Administration and Management

- DISTRIBUTION: All CIA Employees.
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CENTRAL INTELLIGENCE AGENCY ,.'/i"m«f-ﬂ\ /»‘(//

Washington, D. C.

Hi liE 22 November 19.8

SUBJECT: Care and Maintenance of CIA Buildings.

1. In cormection with our current moving program, considerable
redecoration has been necessitated to bring CIA buildings up to stand-
ard appearancea )

2, Much of this work has resulted from defacement of walls
through the use of Scotch tape to secure maps, calendars, notices and

other informative and decorative maierial. This practice will be dis-
continued, ‘

3, When it is necessary or desirable to hang display maps, calen-
dars, etc., they should be attached to display boards, or framed in a
suitable manner and suspended by hooks, wire or other hanging devices.
Where stone, plaster, or metal walls are involved, the assistance of
the Services Branch will be requesteds

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive for <
Administration and Management

DISTRIBUTION: ALL CIA EMPLOYEES




25X1A
Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110003-9

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110003-9



CENTRAL INTELLIGENCE AGENCY
Washington, D. 'C,

21 October 1943

25X1A
NOTICH

SURJENT:  Sipnature

recision: CIA [ cate¢ 11 Sent 19u8

25X1A

Affective 21 Cctobor 1948, all papers for the signature
of the Director of Central Intelligence will be nrerared as
indicated below:

R. He. HILLENKOZTIIR

Rear Adniral, USH
Director of Central Intelligence

TOR THE DIRZCTIOR OF CEWTRAL INTELLIGENCE:

. Executive for
Adpinistration  and I'snagement

DISTRIBUTION: A
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CENTRAL INTELLIGENCE AGENCY

. ! Y !
‘Washington, D. C. é é
' _g R /W.MC/ . g

16 September 1948

NOTICE

" . SUBJECT: Shuttle Schedule

1. Notice I Subject: "Shuttle Schedule" dated
30 August 1948 and schedules ebtached thereto, are rescinded effec-
tive 22 September 1948.

2+« Experience with the existing schedule has indicated thet
inereased und more efficiont service cen be afforded omployees of
CIA on official business by extending all three busses to service
. between North Interior ond Pentagon Buildings. The new schedule
which is attached will operate on an avproximate twenty-minute
schedule.

3. Each bus will carry a sign reading "CIA Shuttle .- 18th &
T Stse,; HeWe" on the north bound run and "CI4A Smttle - Pentapgon
Building" on the south bound run.

4, Bus schedules will orernte on official correct time. Office
clocks and watches of users. should be checked for correct time in
order to meet scheduled departure times.

5« This service will not be avalilable on Saturdeys, Sundays, or ’
Holidays.

"

6. Special cars will not be furnished for trips to the buildings
listed in the attaeched schedule except in emergencye

7. Copies of this mchedule will be posted conspicuously in
locations readily available to all CIA employecs,

FOR THE DIRECTOR COF CENTRAL INTELLIGENCE:

25X1A

Exeoutive for
Administration and Management

ATTACIIIENTS: 1
‘ Shuttle Schedule

'DISTRIEUTION: ALL CIA Employees

Approved For R
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CENTRAL INTELLIGENCE AGENCY /}-JA.AAmMé/
Washington, D, C. ‘

NOTICE 1L September 1918
25X1A

SUBJECT: Signature

Effective é.tl'OBBO, Wednesday, 15 September 19L8 and until
further notice, a 11 papers for the Director's personal signature
will be prepared as indicated below:

' * E. K. WRIGHT

, Brigadier Gereral, USA
heting Director of Central Intelligence

TFCR THE DIRECTOR OF CENTRAL INTRLLIGENCE:

25X1A

»
Executive for
Administration and Management
DISTRIBUTION: . - ALL CIA EMPLOYEES
| !
| :
|
! i
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CIA FEDRRAL CREDIT UNION meftfg&éé/

Wazhington, D. C.

16 Junuary 1948

SURBJECT:# First Annual Meeting of UIA Federal Credit Union

1. The First Annual Meeting cof the CIA Federal (Oredit Union

25X1A will be held Friday., 30 Januarv at 4:00 p. m., in the Projection

2. At this timo the officers will submit reports covering the
activities of the Credit Union since orgarization., Officers will be
elected for the coming year.

. All members of the Credit Union are especially urged to be
present. Other interested civilien employees may alss attend. However,

only Credit Union Members are ellowed to vote.

' ED™ARD R. SAUNDERS :
Przsident ‘

A DISTRIBUTION: All CIA Employees
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CENTRAL INTELLIGENCE AGENCY
Wachington, D, C,

AdhsrAtod

30 August 1948

NOTICE
25X1A

SUBJECT: Shuttle Schedule

1. Effective 7 September 1948 regular bus service will be
operated every half-hour between CIA buildings and the Pentagon in
accordance with Schedule "A" attached, and every fifteen minutes

between CIA buildings in accordance with Schedule "B" attached,

2. This service will not be available on Saturdays, Sundays, or
holidays. . /

3. Special cars will not be furnished for trips to the buildings
listed in the attached schedules except in emergeney.

>4. Copies of these schedules will be posted conspicuously in
locations readily available to all CIA employees.

FOR THE DIRECTOR OF CENTRAL INTELLIGTNCE:

25X1A

Executive for
Administration and Management

Attachments: 2
Schedules "A" and "B"

DISTRIBUTION: All CIA Employees

" Approved For Reiease 2001/03/30 : CIA-RDP81-00728R000100110003-9
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. CENTRAL INTELLIGENCE AGENCY | f“f
Washington, D. C. M"}*—*‘UQ:«%‘,M%’\««Q.’.@ s’

NOTICE : 30 July 19L8

SUBJECT: Indoctrinaticn Lecture.

1, The Director desires that individuals occupying the positions
1isted below attend a lecture on Thursday, 5 August 1948, to be held in
the Situation Room of the Office of Reports and Estimates, 116 Central

Building, at 1L30 hours:

Each Assistant Director and his Deputy
Each Staff Chief and his Deputy

A1l memters of ICAPS
Chiefs of Branches, and major staff subdivisions of:

Office of Reports and Estimates

Office of Operations :
Office of Collection and Dissemination , :
Administration and Management

Inspection and Security

2., Absence will be authorized only on account of official leave,
illness, or absence from Washington under official orderss In such
cases, individuals acting for such absentees will attend the lecture.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Executive Ilor
Administration and Management

Distributions
Each.individual listed in paragraph 1.
Director
Deputy.Director
Executive Director
‘Executive for Administration & Management
Management Br., A&M
Central Records




25X1A
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SUBJECT: Security Iman Campalgn.

1. The Presidedt has recently : nnounced a+ intensive na'b1<_m~w:Lde
.~ corbat inflation. BY

Savings Bond campaign as a part ol tie progran v
promoting savings we can fipght inflitione

o
\ i o P 4'0 {\‘,,»& ?r"w“m{gfer’i'!? 2
: CENTRAL INTELLIGENGE AGENCY Pl -
, Washington, D. C.
|
1 c 3 June 19L8
25X1A NOTICE 3
|
|
a

2. There is no safer, surer iavestment today *han U. S, Savings
Bonds (Sccurity Bonds). The yicld with safety is e sellznt. Its value
is guarantesd. It is one investmert in which no ons =an lese. The
Covermmznt, through its paywell savings plan, has made it €35Y L‘or
each CIA cmplovee to provido additional security for nimszif or N8
j family in the simplest way possibi.e. Ho controls the muount he dejs:.res
| ; te save by mercly signing n card. The booikeeping and all other proce=
i ; Aures ara taken care of fer him and the ponds are handed or dsdivered
to him as "Take Home Saviigst.

30 has been designated Chairmain of the
Security Loan Camvaign for the Gentral Intelligence Agency aind he wn .
turn will be assisted by key workers throughout the Agency in this
drive., The campaign will run “hrough 30 June 948,

The chicet of the .Drive

. There is no monstary quota for CIA. Lve
exs to parttici-

is to get the highest percentugs possible of CIA emplc ‘
pate, with emphasis on the payrell savings plan. T =m sure you winll
think this campaign worth ycur vhole-hearted support and will coeperrate
with the appointed key workers. '

! 25X1A
1 . H. HILLENKOETIER '
Rear Admiral, -USN
Director of Central Intelligence
DISTRIBUTION: ALL CIA EMPLOVEES
q
' .; .

i
1
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

w*?}wbﬁw,mww&aﬁ& |

25X1A NOTICE

3 Juns 1548

SUBJECT: Voluntary Donations.

1. For the first time in twenty-five years the Salvation Army is
making a direct appeal to the people to support a 350,000 rebuilding “»
fund for the purpose of restoring and bringing up to needed require~
ments the various welfgre facilities of this charitable organization
in the Washington Area. : :

2. The American Cancer Society is a national organization, cru-
sading to control and ultimately eliminate cancer. More than 200,000
wWas recently granted for the establishment of research projects in
Washington, D, C, There are, in addition, two cancer detection clinics
presently in operation ard two additional clinics are in the process of
i being organizéd. All of these require substantial funds to operate.
' The District of Columbia Divisicn of the American Cancer Society has
accepted a quota of 175,000 for the 1948 campaign,

3. A third campaign for funds is for American Overseas Aid -
United Nations Appeal for Children. The crusade for children seeks
a_total of 60,000,000 throughout +he Nation to meet emergency needs
of distressed peoples in Europe and Asla, including +the 230,000,000
children in wartorn countries of the World-~children who are hovering
on the edge of starvation.

| L. Although it is appreciated that the persounel of this Agency
has resporide‘d generously time and again to the drives soliciting funds
for various purposes, it is believed that the worthiness of the present
campaigns‘ Cig self-evident, and it ts therefore urged that everyoche
contribute to the extent commensurate with his own personal financial )
- - ‘ situation, Key workers will be available in each of fice to receive
. voluntary indivwidual contributions for the above causes,

FOR THE DIRECTOR OF CENTRAL INTELLINENCE :

; Executive for .
Administration and Management

DISTRIBUTION: ALL CTA EMPLOYERS | . _ '

N
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RESTRICTED .
‘ /ﬁwﬁ,«em«,&ﬂ,

i CENTRAL INTELLIGENCE AGENCY '

‘ Washington, D. C.

NOTICE 1 June 1918
25X1A ‘
SUBJECT: Designation of Top Secret Control Officer, Custodian of
Registered Documents and Records Aministrator.
: 25X1A
1. Effective 1 June 19L3, , Office of Collec—
25X1A tion and Dissemination, is designated as CIA Top Secret Control Offi-— 25X1A
cer, and CIA Custodian of Registered Documents, relieving
25X1A ‘ 2 I :: 2150 designated as CIA Records Administratore

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A
_ xecutive Ior
Administration and Management
. ’ DISTRIBUTION A )
* RESTRICTED

v

Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110003-9
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RESTRICTED

|

|
: CENTRAL INTELLICENCE AGENCY
< Washington, D. C.

i

;

l

i

|

|

. -~-~,L€,~ﬁ*-wc".x.4,o.,

25X1A  NOTICE 25 May 1948

SURJECT: Loss or Compromise of Classified Documents.

1.. The CIA Security Regulations provide in Paragraph 23, Sectlon
IV, that in casc of loss or compromise of classified documents or in-

formation, immediate notificztion thereof will be made to the Executive

for Inspection and Security.

: 2. A1l CIA officors and employees are reminded of their respon-
o sibilities under this regulation, Prompt and direct notification to
. the Exccutive for Inspeciion and Security of the loss or compromise of
S 4 classified document is mandaiory in order that measures can be taken
which will often minimize the damage to the security-of the information
: ) which might otherwise occur. In no imstance will the transmission of a
‘ report of the loss or compromise of a classified document be withheld
or delayed for any reason. Failure to prouptly report the loss or com-
promise of classified inlormation constitutes a security violation.

|

; FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
|

|

3 ;
| 25X1A
] :

‘Execubive for
Administration and Management

» DISTRIRUTION: All CIA Employees.

o RESTRICTED

v
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CONFIDENTIAL Appendix 2

! \ 02 TRAVEL

Schedule of Estimated Rates

From ' To One Way Round Trip
New York | Boston 8% 15 $ 40 ji
Washington New York » 15 40 ,
" Boston 25 60 ’
: " Miami 60 130
i o East Coast Points 20 " 50
; t Mid West Points 50 120
E " West Coast Points 200 450
] " Hewaii 350 800
| " Central America 275 600
" South America 500 1,100 |*
" ETO . 450 1,000 o
’ " " WEDTO 600 1,400
\ < " FETO . 1,000 2,506‘
! / i :
; Scheduie'includeé ave‘rage costs of transportation and ) ! !

_per diem," etc.

 CONFIDENTIAL

¥ it i ool e Lt e e
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CONFIDENTIAL -

03 TRANSPORTATION OF THINGS

Schedule of Ertimated Rates
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Appendix 3

e e i

Approved For Release 2001/03/30 : CIA-RDPS

Unit Cost
Motor Vehicles
Crating (Includes freight to POR) Per « $200.00
Vehicle
Shipping (POE to destination) .
ETO " 275,00 |
MEDTO " 450,00 |
LATO " 300.00
FETO " 400.00
1
General Cargo (Delivery to addressee)
(Administrative supplies and equipment,
communications supplies and equipment,
and operational supplies and eguipment)
ETO Per Ton 100,00 .
MEDTO " 100.00 |
LATO " 75.00
FETO " 100.00 !
I
Household Goods and Personal Effects N :
To POE  (Based upon ®.0. 9805 maximum !
weight reimbursement allow-
ances: Family, 7,000 lbs; |
single individual, 2,500 1bs)
350 mi, Per 5.00
1,000 mi. ! 100 1bs. 8.50 |
3,000 mi. " 15,00 | ‘
H N
POE to destination f :
- ETO Per Ton 100.00 |
MEDTO | o 100.00 |
LATO ! " 75.00 | !
FETO " 100.00 :
| ¢
Air Shipments = ; ?
ETO Per - 1b. _ 1.50' :
MEDTO | " 2.25 {
hawaii " 1.75 : i
LATO . " 2,00 | ‘
FETO o 3.50{

CONFIDENHAL-

i
'
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TR:L INTILLIGENCE AGRLCY

CE. ‘ J \
Weshinzton, D. C. -»»"MM,M"W&.L e/L/

:25X1A coccn 20 “ay 1940

: SURITCT:  Procurenent of Susmlies, Iguinment or Services
; Re p SYUWLY

| ar Funds

i

J

f

i

|

from 1940 Iiscal

‘ 1. Inorder to dinsure tnz obligation of availaile {iscal

: year 10ho luv.us arior to tie closz ol the fiscal year (30 June

' 10h8), it will be essential that requirements 1avolving such
oblipation ‘oc, ~regented to the Services Branch, A7, on or before
the dates indicated below:

' ; 2. 1 qune 1948 ~- Reguisitions for the nrocurenent of
| i : . .
‘ ; A,u-vﬂ ieg, equinment, or services requiring written numbered

ntracts to be ne-obiated or odvertised.

, be 1Y June 1743 - Requisitions for suomnlics, equinment,
* or services to be -~rocured from exiuting contracts in the

omen market or from otuer loviimment densibments.

2. The gbove ingltructions do not annly to requisitions for
sunnlies or cauipment to be fwrnished from stock.

. 3.  Inquiries relative to thi:; notice should be directed to
| ' the Chief, Services Branch, AT

ZACTOR O CINTRAL INTILLINEICI: :
' 25X1A !

: Tsecutive for -
l : Administration and anagemznt




25X1A
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C,

NOTICE | 13 May 19L8

SUBJECT: Reduction in Withholding Tax

1. The attention of all employees is invited to provisions’ of the
Revenue Act of 1918, Public Law L71, 80th Congress, which authorizes a
reduction in the withholding of Federal income taxe This reduction be-
comes effective with salaries to be paid May 1L for the period ending
1 May 1918,

2. Payroll adjustments to reflect the reductions in withholding
tax are made by the Budget and Finance Branch and no Payroll Change
Slips (WD Form 58-A) will be issued to individual employees, In order
that each employee may verify the accuracy of the revised amounts being
paid, a bi-weekly income +tax table has been furnished to tHe designated
check distribution clerk in the applicable branch. By using the tax v
table mentioned and by reference to the last® Payroll Change Slip received, r
the revised amowunt of tax withheld may be determined. )

3+ The Revemue Act of 1948 alse provides that an additional exemp-
tion may be claimed for age or blindness of either husband or wife, If
the husband or wife will be 65 years of age at the end of the calendar
year, one additional exemption may be claimed and if both will be 65 or
older, two additional exemptions may be claimed. If either husband or
wife is blind, one additional exemption may be claimed and if both are
are blind two additional exemptions may be claimed. No exemptions are
allowed for other dependents on account of age or blindness,

L. Employee!s Withholding Exemption Certificate s W=l (Revised April
19L8) vill he supplicd to designated check distribution clerks upon re=
quest in order that employees may submit claim for the additional exemp-~
tion described in paragraph 3. Persons claiming such additional exasmp=
tion should exscute the revised Form W=l and return to the designated
check distribution clerk forforwarding through appropriate channels to
the Payroll Section aof the Budget and Finance Branch,

FOR THE DIRECTOR OF CENTRAL INTELLIGE‘NCE:

S515tant to the Exccutive
for Administration and Management

- DISTRIBUTION: ALL CTA EWPLOYEES
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" V,f‘ LL,}"\.{V{J/‘&
. CENTRAL INTELLIGENCE AGENCY ) Ld-
Washington, D. C.

NOTTICE , 6 May 19L8
[ :

25X1A

. SUBJECT: Holidays ~ 31 May and 5 July 1948

1. In accordance with the provisions of Executive Order No, 9636,
dated 3 October 1945, Monday, 31 May 1948 and Monday, 5 July 1948, will
be official holidays in lieu of 30 May and L July, which fall on Sundays.
All employ=es of the Agency whose regular work week is Monday through
Friday will be permitted to be absent on Monday, 31 May and Monday, 5
July 1948 without charge to leave. . |

2. For all employees who are required to work regular shifts on
both Sunday and Monday, 30 and 31 May, and L and 5 July, Sunday, 30 May
and Sunday, L July, will be considered as the official holidays.

FOR TH: DIRACTOR OF CENTRAL INTRELLIGENCE:

25X1A
fxecutrive Lor
Administration and Management
i .
DISTRIBUTION: ALL CIA EMPLOYEES
j (6687 )
; ﬁ
{
: .
is:
Approved For Release 2001/03/30 : CIA-R!
i ek AR




Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110003-9

CENTRAL INTELLIGENCE AGENCY ANt A

Washington, D. C,

25X1A NO™' /'CE 22 April 1948

SUBJECT: Order for Conservation of Fuel 0il, Gasoline, and Gas.

1. A memorandum from the White House, dated 19 April 1948, is
quoted below:

f . "Your attention is called to the subject order-of the Presi-

| dent, dated January 17, 1948, a2 copy of which is enclosed for
Sy yontent roference. | . - 25X1A
20 January 1948,)

"Continued conservation in the use of Fetrolews prorducts is
recessary if the danger of shortages in gasoline supply this sum-
rer and fuel oil supply next winter is to be minimized,

"The various ways of saving described therein are not exclu-
sive. Others, such as the elimination of 'idling! motors, will
occur to you and should be included in the instructions to your
Staff. .

. "The President's order remains in full effect, and you are
| ‘ urged to do everything possible to save fuel 0il, gasoline and
T gas.

i
1 (sigred) JOHN R. STEELMAN"

2. It is urgent that all CIA persornel continue to comply with
the instruction, .

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 25X1A

Xecutive for
Administration and Management

' DISTRIBUTION:  ALL C_IA EMPLOYFES
(6332 '
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CENTRAL INTELLIGENCE AGENCY .
Washington, D. C,

NOTICE 19 April 1948
SUBJRECT: Fiscal Year 1950 Budget Estimates v

l, XRach Assistant ! lrector and Staff Chief will iwmitiate immedi-
ate planning for budget estimates for the fiscal year 1950 (1 July 1949~
30 June 1959).

2., It is antlclpated that initial estimates will e calleg, for
about 15 June 1948, Detailed budget hearings will be conducted far
each CIA activity prior to preparation of the final CIA budgst for pres=-
entatisn to the Bureau of the budgete

3. Previous budgets have been prepared and presented with listle
er no experience data, and have been accepted sn such basis due te the
newness of the Agency. The fiscal year 1950 budget must te supperted
with more specific justifications based on actual epereating experience,
Factual work load data, operational graphs, statements of actual accem-
plishments, and specific program goals will be required in reasenable
detail for each office and staff section,

Lo Forms for submission of budget estimates will te distributed
by 1 May 1948,

5. The Chief, Budget and Finance Branch, A&M, should e contacted
for any advlce and guidance desired on this subjecte

FOR THE DIRECTCR OF CENTRAL INTELLIGENCE :

’ Executive feor
Administration and Management

I’I‘STRIBUTION: A
(6215)

25X1A

~ Approved For Release 2001/03/30 : CIA-RDP81-00728R000100110003-9
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CENTRAL INTELLIGENCE AGENCY At

Washington, D, C, -

25)&1A NOTICE 13 April 1948

* SUBJECT: Memorandum from Deputy Cormnissionér for Buildings Managemenﬁ
of Public Buildings Administration

1. The following memorandum received from the Federal Works Agency,
Public Buildings Administration, Office of Bulldings Management, is quwt-
ed for compliance by all employees of CIA:

"The Bureau of Federal Supply has advised that the coal supply
is critical and that every stepto conserve the Government's fuel
supply be made, In view of the serious sltuation, it will be neces~
sary .to return to wartime heating and lighting schedule in Federal
buildings,

"Te meet the situation and to accomplish the maximum saving in
fuel and electricity, it is necessary that we have the full coopera-
tion of all Govermment personnel, The steps that can be taken by
Government personnel are:

- "1, Do not use unnecessary lights.,

"2+ Keep windows and doors closed so that the inside air
does not unnecessarily escape to the outside when
the outdoor temperature is less than the indoor
temperature,

"3. Heating units controlled by room occupants should bhe
‘used to meet minimum heating requirements.

: th, Heating units controlled by building operating per-
; | sonnel should not be disturbed by room occupants.,

"The operating personnel will take periodic readings of the
‘ temperature throughout the buildings each day and will make whate
I c ‘ ever readjustments of the control equipment or dperating procedure
as are necessary or practical to keep the temperatures te minimum
i ‘  requirements, The supervisors of the night cleaning force will
‘ again instruct their employees to turn on, for the minimum length

_ of time; only such lights as are essential to the performance of
; -~ their work, ' : -

"An occupants' program of monitor control over heat and light
would be desirable and would materially assist in conserving fuel
.and ele ctricity., A program of this nature would insure that win-
dows are kept closed when required for comfort, radiators turned
off to prevent overheating and lights +turned out when not needed.

\
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"Your splendid cooperation in the past has been very helpful
and your continued cooperation at this time will be deeply appre-
(ﬁﬂted-"‘ | '

2. Assistant Directors and Staff Chiefs will designate responsible
x officials within their activities for monitoring heat and light controls.

FOR 'HE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Bxecutive for . :

; Administration and Management :

; ‘ S ;

DISTRIBUTION: A1l CI& Employees
1
] ;
I ;
{
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. ! ‘
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CENTRAL INTELLIGENCE AGENCY g
e . ':F F
Washington, ‘D. c. e ;&.Jﬂ" sl

NOTICE ' 3% March 1948

SUBJECT: Statue of Reserve Personnel

1. A number of inquiries have been received relative to the
future status of military reserve personnel now on duty with CIA,
elther as civilians or on actlive military service.

2, Fach service of the National Military Establishment has
been requested by the Director te permanently assign to CIA each
individual now employed or to be employed by CIA who has military
reserve status, such assigmment to continue in force in case of
national emergency or actual var.

3. When this problem has been resclved, all individuals
concernsd will be informed and further action will be taken
relative to possible change in ccngiderations in connection with
active duty and other requirements for malntenance of reserve
gtatus and promotions within the reserve for CIA personnel con-
cerned.,’

k., Information is being obtained from each of the Services
as to current requirements for active and Inactive duty training
to maintain reserve status and qualify for promotion in current
asslgnments, This will be published for the information of all
concerned as soon as received. ’

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
25X1A

Executive for
Administration and Management

. DISTRIBUTION: All CIA Employees

(5182) RS R .
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CENTRAL INTSLLIGENCE AGRNCY e PAARAAN
Washington, D, C.

25X1A Wﬂ 17 March 1948

SUBJECT: Leave on Good Friday

All employees desiring to attend religious services on Good Friday,

i 26 March 1948, will be permitted insofar as practicable to be absent

| on annual leave during the afternoon of that day .
\ FOR THE DIRECTCR OF CENTRAL INTZLLIGEINCE:

Administration and Management

B DISTRIBUTION: ALl CIA Employees.
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CENTRAL INTELLIGENCE AGENCY
Washington, D,C,"

- NOTICE )
i 25X1A _ 5 February 1948

SUBJECT: 1947 Income Tax Service

The Personnel Relations Division, Personnel Branch and the
Budget and Finance Branch, A&M, have made arrangements to assist
employees of this agency in preparing and filing 1947 income tax

returns,
| This service will be available between 9 February and
3 25X1A 15 March, The individuals named belew may be contacted for such aid:
‘ L, Ext. 2240
Ext, 454
A Ext. 2144

| , ' It is requested that persans gntlcipating the need for

‘ tax service make appointments at an early date following February
i 9thv

At the time of the appointment, each employee must bring
all pertinent tax information. Tax forms will be available

FOR THE DIRECTOR OF CENTRAL INTELLIGERCE:

i
!
i
I
i
P

25X1A -

Executive for
Administration and Management

Aftac hments: None

Diétribution: _ All CIA Employees

| B SN
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25X1A

25X1A

» 'Attachmenté; lone
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CENTRAL INTELLIGENCE AGENCY .

Washington, D.C., ,$¢Q4Awmﬂ$ﬁx

NOTICE
5 February 1948

SUBJECT: 1947 Income Tax Service

The Personnel Relations Division, Personnel Branch and the
Budget and Finance Branch, A&M, have made arrangements to assist
employees of this agency in preparing and filing 1947 income tax
returns.

This service will be availsble between 9 February and
15 March, The individuals named belcw may be contacted for such aid:

Ext, 2240

Ext. 454
Ext. 2144

It is requested that persons anticipating the need for
tax service make appointments at an early date following February

9th.
At the time of the appointment, each employee must bring
all pertinent tax information. Tax forms will be available,

FOR THE DIRECTOR OF CENTRAL INTEILIGENCE:

25X1A

Executive for
Administration and Management

Distribution: All CIA Employees
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“RESTRICTED

CENTRAL INTELLIGENCE AGENCY
Washington, D,C,

CIA NOTICE ‘ 4 February 1948
SUBJECT : Files,

l. Effective immediately no copies of corréspondence, reports, or
documents will be maintained by the Executive Registry., All other func-
tions of the Executive Registry will continue, All files now maintained
by the Executive Registry will be transferred to the Central Records
Division, Services Branch, A&M, for appropriate disposition.

2. The CIA Correspondence Manual to be issued in the near future
will contain no provision for nreparing copies of correspondence for the
Executive Registry, Pending issuance of this manual, instructions
requiring the preparation of such copies are rescinded,

3. One copy of all correspondence rred for the Director's
action under I 1) 0 rroparen ter ol
Records and one Tor signer's files,

FOR THE DIRZCTOR OF CENTRAL INTELLIGENCE:

xecutive for
Administration and Management

DISTRIBUTION: All CIA employees

RESTRICTED

25X1A
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25X1A
SUBJECT! Holiday on 23 February 1948

1y In accordance with the provisions of Executive Order No, 9636
dated 3 October 1945, Monday, 23 February 1948 will be an official holi-
day in lleu of 22 February which falls on Sunday, All employees of the
Agency whose regular work week 1s Monday through Friday will be permitted
to take off Monday, 23 February 1948 without charge to leave.,

2. Executive Order No, 9636 further provides that whenever a legal
holiday falls on a Sunday, such day is considered the official holiday
for employees whose regular work week includes Sunday but does not
include Monday. In those instances where both Sunday and Monday fall
within the regularly scheduled basie work week, a determination must be
made by the head of the Agency as to which day is being treated as a
holiday, :

NOTICE ‘ 2 February 1948
r
l
!

|
l : 3. For all employees who are required to work regular shifts on
i i both Sunday and Monday, 22 and 23 February 1948, Sunday, 22 February

5 ﬁ will be considered as the official holiday,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

3 Executive for
i Administration and Management

DISTRIBUTION: All CIA personnel,
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CENTRAL INTSLLIGTRCS AGRMOY
Vushington, ', C.

25X1A 26 Jamurey 1948
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